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85% Recovery Act Formula Funds
15% Governor’s Discretionary Funds

Youth Toolbox 2.0 Desk Aid
(plus Addenda)

Enrolling Youth in the NGJT Programs

To enroll a job seeker in the youth program, thegdto have an active registration. Referencddabe
Seeker Registration desk aid for directions on tmvegister a job seeker.

To be considered a “complete” job seeker registrabin, the following tabs must be completed:
* Basic

* Vet/Mig

* Desired Emp

e Job Info and Emp His.

To enhance the job matching system, Education andkiiis tabs also need to be completed.

Reqistering a Job Seeker

elp
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Figure1: Toolbox 2.0 Seeker Screen

Step-by-Step:

1) To begin a job seeker registration click ) Seeker Entry Screen



Toolbox 2 (Test (tbtest)} - Seeker Data Entry
File Edit Mavigation Utility Ity w Help

(=16

FPOHBPRFOALIVADSVSERR AFCKSD « » M

reen - KYLE Wy

+[E Pseuda

Last Update:|g3m

Email Address:

Home Cell Work Cther
Phone Mumbers:[573 4963333 | [573 [zs0m41 | [s73 73 |
#Date of Birth: 081211989
*Citizen: T oGender:W

Refugee:D Alien Reg Mumber: A.
Asylee:D Refuges Entry Date:|
Homeless:W
ﬂ-lispanicﬂ.atino:l? Asylum Granted Date::]
*Race Codes:ﬁ

oSSN:' 0Date:|03r1 1108 *Ertered By |LIND & LOESCH
*harme: HYLE iy [MURPHY
Address Line 1 Address Line 2 City St Tip
*tiaiing Address:[4309 EASY ST | \JEFFERSON CITY I [Bs101
Street Address: | | | |

ecutity Numhber

Figure 2. Seeker Entry Basic Screen

Step-by-Step:

1) Follow the cursor to each field and enter the segkermation.
2) Click on“Save” button.

REMINDER: As the cursor is moved to each field, read tHelp” field at the bottom of the screen fg

what is needed, Ex: mm/yyyy, mm/dd/yy. Click ahfér more help.

NOTE: The Veteran & Migrant Staff screen is used t@emeteran status information and migrant

worker codes.(Refer to Veteran’s Desk Aid)
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Grester than 30% Disahilty:[ I

Less than 30% Disahilty:| N
180 Days Military Service:m
Cther Eigile: N

Iat. Guard.ﬂeservistm
Campainn Badge:m

Transitional Service Memberr

Service Dates: |Served From | Served To

s
Weteran Status Displayedw
Mdigirant Wiorker Code:r

itary related disahility greater th

Figure 3. Seeker Entry Screen
Veteran and Migrant Worker Entry

Step-by-Step:
1) Enter “Y” in the Veteran fields that apply. For veterantgwactive service history, list the dates
of service.
2) There are 3 types of Migrant Workers. Enter theestirtype when applicable.

3) Click on“Save” button.

The Desired Employment screen is used to enter O*tites related to work experience and desired
employment. Registers are used to link seeker ygdayers.



Toolbox 2 (Test (thtest)} - Seeker Data Entry

DesiedEmp | dobinfo  EmoHs | Educan  Eighity Skl

Ohiective |¢yle iz interested in becoming a welder, needs more training

Statement:
*4ieyy Resume onYeh Sﬂe:fv_ *Currently Employed: I-‘N_

sOccupations

| O'NET Cote | CPMET Title | Exp. ILastiwiorked
21412103 Jwielder-Fitters ER ...
I I ||

I I [

I | |

I I [—

I I [ |

Registers

IRegister Code | Register Descrigtion

- | == [ielete
I

|

I

I

7 2am | '~ cancat L7

Figure4: Seeker Entry Desired Employment Screen

Step-by-Step:

1) Enter the seekeiObjective Statement.

2) Enter ‘'O*NET Titles” the job seeker would like to include. Include rttmof experience if
applicable.

3) Enter any Registers that the seeker desires.

4) Click on“Save” button.

A major component of completing the desired employent is selecting occupation (O*NET) Job
Titles. The O*NET Search pop-up includes:

1) Three different screens to help you select an O*NEhe ‘Code Connector”, “Key Word”
Search andTree” Search.

2) Code Connector allows the staff to enter a job &ithd see Occupations, Related Occupation,
DOT Titles and Lay Titles.

3) Keyword search allows the staff to enter key wdodselp find the O*NET title.

4) Tree search allows staff to look for O*NET’s withtime O*NET families using a tree.



Code Connectorl

=3

Job Title:[yvelcer  Exists In ?IZI Search
- ® Containz Al
DOT Titles
|a|  |#velder, Experimental
iglder, Explosion Occupstion:
IWelders, Cutters, Solderers, and Braze .0 iEldder, Production Ling Melder-F'rt‘ters (51-4121.03)
il cl Production (51-4121.01 lder, Tack . ]
ielders, Production [ )l ielder, Tac -4, Select
izlder, Gun
ielder Apprentice, Combination Description:
~] eldier, Combination Lay out, fit, and fabricate metal compuner!ts to
ble structural forms, such as machinery
Relsted Occupstions Lay Titles frames, bridge parts, and pressure vessels, using
|Helners—Pipelayers, Plumbers, Pipefite| < | |4PPRENTICE WELDER knovwledye of welding technigues, metallurgy, and
Refractory haterials Repairers, Except| | [BUTT WELDER engl:;eennghrequlrlemerds. .Inclut.:!esdexpe.nmerdald
Foundry Mold and Coremakers (51-407 ! |biGwELDER [ fa.rs W 0 analyze englneerlng r.awmgs an
specifications to plan welding operations where
Heat Treating, Annealing, and Temperir GETTER VWELDER procedural information is unavailable.
Stone Saweyers (51-9032.02 LAP YWELDER
Pump Operatars, Except Wellhead Pum METAL WWELDER
Ajrcratt Body and Bonded Structure Re 0y ACETYLENE WELDER X Cancel

Figure5: O*NET Search Pop-up Screen

Step-by-Step:

1) Press the “Select” button when the correct occopdias been chosen.
2) Click the“Save” button.

3) If the youth does not have a summer assignment die time of enroliment, enter a job
that matches their field of interest to establishiie O*NET code and employment
information. When the assignment is made, return tadhe employment plan and update
with the correct job information.



TheJob Information screen is used to set the seeker desired workeegents.

Ed Toolbo : hte eeker Data L

PORBRALSOAIVABSVERAA BECKSE « v M
e VMg Deswifrp  wnio | EnpHs | Eesn ooy S
Per(M | eMrimumSasre] 700
OCDmmiSSim:ﬁJ_
savalsblstoWerk P
.OShiﬂS:1E—
Wiark Saturday: W Sunday:m
Live At Worksite: W

=

*Domestic Jobs:| N
Liftinge| 2

Aroess to Car W

Wil Relooste:| M

#Haz DrIyers.License:W
Commercial Class: |T

Endorsements:

@Save | 3¢ Cancel |

Figure 6: Seeker Entry Job I nformation Screen

Step-by-Step:

1)

2)

3)

4)
5)
6)

Enter theMinimum Salary. DWD recommendBIGJT participants who are going to receive
minimum wage be paid the higher minimum wage o2%$7er hour at the beginning of the
program.

Since all participants will be paid by the hourtezra ‘N” for Commission in the Available to
Work blank, enter aF” for full time, “P” for part time, T” for temporary, ‘S’ for seasonal,
“R” for PRN.

In the Shifts, enter arE” for evening, D” for Day, “N” for Night, “R” for Rotating, or ‘'S’

for Split shifts.

Enter a N” or “Y” for Domestic Jobs

Enter a N” or “Y” if the seeker has a Drivers License

Click on“Save” button



The Employment History screen is where the job seeker’s past jobs asrezht

sty

* Employer Mame: |Mc:D0naIds

Start Date: | 0607

Hours Pet Wieek: ’f

Per:(H Ending Salary: .00 Res:’T

*Job Title: |Fry Cook

* Employer Mame: |

Desired Emp Job Info Emp Hiz l Education Eliggibaility Skillz
# Joh Dezcription/Duties/Tools N
City: |Jefferson City State: M ; Deep fryer and fry orill, cash reglst.er‘ Prepare enough fries so =
Pririt the customer does not biave to walt for them. Help co-workers
End Date: Morths: on prepare food for customers and always with & smile.

4]

+ Joh Description/Duties/Tools

C'rty:| State: |— Prirt —
Start Date: Endl Date: roniths: an
Hours Per Week: l_ Per: Endling Salary: Res: ’_
*Jab Title:| ~]
® Employer Name: | + Joh Dezcription/DutiesToolz
City: | State:|— - =
ti
Start Date: End Date: Marths: an
Hours Per Week: ’_ Per: Endling Salary: Res: ’_
* Job Title:| BlE
== [Delete
@ Save | 3 Cancel |

Figure 7. Seeker Entry Employment History Screen

Step-by-Step:

1) Enter the seeker employment information for evebythey have had in the past.
2) Enter ‘Employment Namé, “City” and “Stat€’.

3) Enter the employmentStart” and “End Dates, “Months Worked”, “Hours Worked Per

WeekK’ and the Ending Salary”.
4) Select Y” in the “Res’ field if the seeker wants the job to display beit resume.

5) Enter the Job Title” and a ‘Description” of the job duties the seeker performed whilehat t

job.
6) Click “Save” button.



TheEducation tab is used to enter Schooling/Education Histbigenses & Certificates,

Accomplishments and Other Education Information.

’:';El Seeker Data Entry

Easic ety Desired Emp Job Infa Etmp His Educ:ation Eliggiklity Skillz
1> #¢h School:m— #'ears of School:lr
Ly ODegree:’T City sT Country Dste
2 < # Schaal Name:|Jefferson City High Schaoal |Jefferson Chy M| Completed
\ Major Cocle:| | Minor Cocle:| | | = Delete
* Degree:| City 5T Caurtry Date :
# School Name:| | |_| Completed
hajor Code: | | hinar Code: | | =
[~
3 *Certificatesﬂ.icenses
and =~ rL| Code | Description | State | Date | Accomplishments < 5
4 I - 2020209092300
Ij a
- — = | &
= [elate = [Delate
6 — School Name:| N
# Type of Education: State: l_ Date Feceived :
. = Delete
Schoal Name: |
& Type of Education: State; l_ Diate Received © =
7> @Save | ¥ Cancel |

tion complete: 1 records applied and saved.

Recard: 111 [ o

Figure 8. Seeker Entry Education Screen

Step-by-Step:

1) Specify if the seeker is still in school and hownpgears of schooling they have completed.

(“Y” for yes; “N” for no)

2) For each educational record list enter tBedree Typé, “ School Namé,

the “Major/Minor ” and the ‘Completion Dat€'.
3) Enter any certificates or licenses (“for license; ‘C” for certificate).

“Address’, as well as

4) Double click to choose the license of certificatfioom theList of Values (LOV) to insure that

the record is searchable for a match.
5) Enter any seekeAtcomplishments. (Accomplishments)

6) Enter any other education received in the sectidheabottom of the screen.

7) Click on“Save” button.

10



TheEligibility tab is used to enter information that may creat& Warriers to employment

Eiasic Wetivig Cesired Emp Job Infa Emp Hiz Edlucation Eliggboility Skills

() 0
Employment Barrier: W 2
Large Layoff: W
*Out of Wiorkforce: W
# Lost Azsistance: W 3

# Lack Markstable Work Skils: W/
LEP:

Additionzl COMMENs: e yle ie interested in welding and needs training in that field.

5 .

D

Ll

6\

@ Save | 3 Cancel |

s additional comments (FF)

1

Figure9: Seeker Entry Eligibility Screens

Step-by-Step:

1)
2)

3)
4)
5)
6)

Enter a 'Y” if the seeker is disabled and their disabilityaibarrier to employment.

Enter "Y” if the seeker has been involved inlaafge Layoff”, been ‘Out of the Workforce”
more than 8 years, oLbst Assistancé.

Enter *Y” if the seeker Lack Marketable Work Skills ”.

If the seeker hadimited English Speaking’ skills, enter their primary language.
“Additional Comments” related to employment can be added.

Click on the"Save” button.
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The Skills tab is used to enter skills that the job seekssgsses.

3kils

2 Skill Cocle Skill Description

= [elete

A

@7 Save ] ¥ Cancel

Figure 10: Seeker Entry Skills Screens

Step-by-Step:

1) If the seeker has completed an employment regstrédrm and entered skill codes, use those
forms to enter the skills the job seeker possess.

2) Double click in the Skill Code” column to find the List of Skills”.

3) Double click on the skills category; select thdlskhat apply to the job seeker.

4) Click the“Save” button.

12



Updating the Job Seeker’s Record

%m Seeker Soreen - KYLE W _ ) | Mo Primary Counselar Assigned
Find Seeker  Seeker Info  Des Job Title EduiCert otk History Referrals Cther Wﬁal Ay, Query
—p Cther Sesker Info General Informstion
2 Seasonal Farm Warker:[ 1 Migrant Worker:| Currertly Employed: ’T Active: ’m 1
Citizen: IT Alien Reg Number: Ali Inactive:| |
Refugee:| N Eeito i By Entered: 031108, By: [INDA, LOESCH
Azylee: W Date Asylum Granted:
3 \‘5 Race Ethinicity
[ American Indian or Alaska Mative [T asian [ Black or African American

C LathoHispanic ® inoHispari
[ Mative Hawaiisn or other Pacific lslander [Pivhite [ Nt Declared Latino/Hizpanic. ® hon LatinoHispanic  © Undeclared

Addtional Comments:

| = Delete
6 _/@ Save | 3 Cancel |

Kyle is interested in welding and nesds training in that field. A
-
4
Ohjective Statement: /
kyle iz interested in hecoming & welder, needs mare training /
5 | Accomplishments Counts
\\| A DWWD Referrals:| 0 Placements:|
| Self Referralz:| 0 Services:| 1
= Add
| Employer Referralz:| O Scratch Pads:| o

4

iption of accomplishments far electranic resume (FF)

d: 111 [ |

Figure1l: Seeker Other Screen

Step-by-Step:

1) To update a job seeker’s record, click on t@¢ter” tab on “Seeker Screeh

2) Complete the Other Info” section of the Other” screen.

3) Select the job seeker&ace and “Ethnicity ”

4) Complete the Objective Statement. This will transfer to the electronic resume.

5) Enter additional accomplishments in theectomplishments chart, by clicking on the box.

6) Click on the"Save” button.

13



Initial Interview

The purpose of the Initial Interview is to providdrief informal assessment of the job seeker’s
immediate needs.

*2_5 Initial Interdiew for KYLE W

Intial Inter view l Resourcelbclivities 4
Intervigw Dates ResourceiActivitie/
M Irtery SCH Add
D + [ Child Care
) [ Eligibilty Yerifications
Col
. M [ Registration For Services (Form &1)
Prasenting Situation [ Hestth Assessment - (Farm 1, 350
Kyle is & high school senior, stillin school and works part-time st McDonalds. After he = % Housing
gradustes in May his parerts are relocating to ancther state. Kyle wants to stay in Missouri [ Mental Heath
and attend atechnical schoolto learn to be a welder. &t this time he does not have any [] ORSALegsl
tranzsportation of his own. He has been using his mom's car to goto work. He does have his [ Gther
drivers licenze.
y [ Job Cornection/Resume
3 / [ Supportive Services
v Tranzportation
[ veteran
[ Woe, AssessmentRehsk
[ Workshops
v ¥outh
: \
@ Save | ¥ Cancel |
b3

Figure 12: Initial Interview Screen

Step-by-Step:

1) Click on Initial Interviewé icon

2) The “Interview Dates” section allows the staff teate additional Initial Interview records. Click
on the “Add” button to create new records. If tase manager wants to create a new record using
the data from an existing record, click on the “@oputton. The information can be modified
during the day it was entered.

3) Summarize the job seeker’s current situation, ta@nily or household by clicking on the
“Presenting Situation” section. Address items hkarital status, members of the household living
in the home, and whether the job seeker has deptoligdren. The job seeker’s education,
employment and skills also need to be addresstdsisection.

4) Check the boxes in the “Resources/Activities” setthat have been determined as issues for the
job seeker at this point in time.

5) Click the“Save” button.

14



The purpose of thimitial Interview-Resource/Activities tab screenis to enter a brief description of
possible resources and how the job seeker cansattuese resources. Only the boxes that were ctlecke
on the Initial Interview screen will be availabtednter information, all other boxes will be prdezt

B (=]t3
QRevSHAG BECKSM « » M
LINDA LOESCH (&7 0)751:2240
Intervigwer:|L INDa, LOESCH
it Care: - Transpartation:
|':-i i;‘ Meeds vehicle to go to school and wark. E|
!T‘j 'L,| The bus goes by the housing authority. :|
A d
Elgioilty Verifications: ORSHLegat Weteran:
g = =
| = (&
Registration For Services (Form 51): Cther: Vo, AssessmentRehah
= E E
| & =
Hesith Assessment: doh ConnectionResume: Wiarkshops:
o2 ] =% o |
= = =
| = (&
Housing Supportive Services: ot
2 il cortact housing authorty to see if they | [£ Iterested in velding. Meeds training [l
have an efficiency apartment avaiable.. = iTj FJ
- ) |- -
& App{ ‘ @Taﬁk ﬁ,ﬁ‘iﬁt ‘:?ﬁ"ﬂmmes ] 4 /V -:':Sa\-:a | X Cancel |

Figure 13: Initial Interview
Resources/Activities Screen

Step-by-Step:

1) Enter brief details in every box that were deterdion the Initial Interview screen as issues for
the job seeker. The information entered shouldigeothe job seeker with enough details about
the resource or referrals to enable them to acbesservices available to them.

2) Click on the “Appointment” button to create an appment for the job seeker to meet with
another staff.

3) Click on the “Task” button to set a task for the geeker.

4) Click the“Save” button.

15



Assessment

In order to access the Assessment Screen youedd (o first go to the Seeker Information Screen to
enroll the job seeker into Case Management.

e | 11234 TRANING LANDING il
‘Phane Numbers -
(Hm—._ £:((573)555-9632 | Calt JEFFERSON CITY e fss101 | T
plork: Other: ) ; S —nne
e L A [ Bad &ddress [ Homeless - Email: kim nicholz@ded.mo.gov

Secker Status

B el
=

Inactive | Nﬁﬁ ﬁﬁh'z

Possiblefbctual Enraliments:
App D:r306386293 | '
L DenE|
v'] :Tﬁmsiitftu‘(l -
| Ssrsdfien. ser  Servioss provided

m mpaign Dt | Typeof Servics
I Prirt on Summary (Resume) 03i18/08|Career Guidance
[ Service Ended by Disahiiity
L il ity D

Figure 14: Seeker Screen

Step-by-Step:

1) Click on the Seeker icc 7,
2) Click on the “Options” tab on the tool bar, themadicdown to “Activate/Inactivate Case
Management” and click on it to activate Case Managd.

3) Click on the Assessment icc v

16



The Assessment Employment Taks used to enter information about the job seekerk potential and
barriers.

E4 Toolbox 7 (Test (thtest)} - Assessment

File Edi tion Options Uty M

Employthent l Education Fnsntial Nesels
1 \ Aasessmert Date: 1 031305, Last Upiate Date: l_
Emplayment History Jnb Kesping Skils
Enployer Oty S s Were you ebleto getto wark ontime? [ Ves ~ |
| ”' Londis “ :'”:' LSaIRD |:| e Dic you wiotk most scheduled work hours?| Vas  ~ |
2 P~ Diesctibe your working relationship with your co-workerstsupervisor
m J1Fry Coo ]
5 Stert Diste: W End Dite: ‘L Mcu'rths -T\fhat-t\ypa of jobs have you liked in the past and what are you interested in?
! J Salar?’,'] i J s Wkr Describe what youl lked mast sbot your last job
Job Description; . [ Verified {
lDeep fryer and fry gril, cazh Prepare enough fries zothe Describe what you liked least sbout your last job

customer does not have ta w)

em. Help co-vworkers prepare food |

Reasan For Leaving; | ) [ Verified Termination  Lp vs, Patential Earnings:

6 Job Seeking Skils | LiI
Do yold have & resume?] 1o - ] |

II.5“"r1l|'ch methosts worked best for you? | el

Describe your typical intervisy | Offender Status: ]z

Da you need hel preparing for intetvienys? i Faiees Apprdpri'ate?i:’

'Saye. | 3 Cancel ‘

Figure 15: Assessment
Employment Tab Screen
Employment History Section
The “Employment History” section of the screen ut#s the job seeker’'s “Employment History” that
was entered on the “Seeker Employment History”estrd@hese records will display on the “Seeker”
screen.

If youth has never held a job skip the Employmeistdty boxes.

Step-by-Step:

1) To add new records, click on the “Employer” texkpenter the employer name, city and state.

2) Click on the “Job Title” text box, enter the joldi

3) Enter the “Start Date”, “End Date” and “Months” @tperience.

4) Select the correct wage value from the drop dostn Enter a wage in the “Salary” text box and
enter the number of “Hours Week”.

5) Enter a “Job Description” for the job that is bemgered in the text box.

6) Select the correct value from the drop down listtfie “Reason for Leaving”.

17



E4 Toolbox 7 (Test (thtest)} - Assessment

fioh Options  Utility MO L

Employment l

Azsessmert Date: 1034‘1 3108 Last Upclate Date:
Emplayment History Joh Keeping Skills

| iployer dty | g o oAdd Were yau able fo getto work onfime?  |ves =
ity | ¥ ) . 1
. J ity m!: T Diet o itk lmostlschedeed work hours?| ves v |
| | . kit

Dezcribe your waorking relatianship with your co-workers/supervizor

Joh Tile: Fry Caak ]
Stert Date: D107 Endl Date: Morths:| -‘|f’\hat-typa of jobs have you liked inthe past and wheat are you interested in?
Fer| y Salary: 7.00 Hrs. W) 20
s '| T Y 5 B ]_‘ Desctibe what you liked most sbout your last job
N e &
Job Descrigion: e Yerified ]
Deep fryer and fry aril, cash register. Prepare enough fries sothe Describe what you lked least about your last job

customer does not have to wait for them. Help co-warkers prepare food |

Reason For Leaving: l:‘ [ Verified Termination | Li| va. Patential Earrinigs:

Jok Seeking Skils | LHi

Do yold have & resume?] 1o - ]

ihich methods worked best for you? ral el : :
Describe your typical intervisy l / Offender Status: ]2

| Bondng Appropriste?| |

D you need hely preparing for inferviewws? i L4

'Sagé. "x Cancel ‘

Figure 16: Assessment
Employment Tab Screen

Job Seeking Skills Section
The “Job Seeking Skillssection of the screen allows the staff to entersearch skills that the seeker

has.

Step-by-Step:

7) Inthe “Job Seeking Skills” section of this screanswer the following questions by entering the
information in the text boxes. The questions t@bswered are: “Do you have a resume”, “Which
methods worked best for you?”, “Describe your tgpiaterview” and “Do you need help
preparing for interviews?” If the Employment Histavas skipped, skip the questions “which
methods worked best for you?” and Describe youicgtpnterview”; answer the rest.

18



Employment Tab Screen

E4 Toolbox 2 (Test (thiest)} - Assessment

File Edit

Ermploymert l: * Edlucation

Emplayment Histary

Assessment Date: 1039‘13I08 Lazt Updlate Date:

| Employer City % ) + el
McDonalds Jefferson City |-
| : |7 -
] ? Delete
Jak Title:|Fry Coak
Start D‘eute:iDBJ’D? End Date: Munths:r
Per:| Haurly ~| Selary| 700 6| Hrs. W] 20

i Dessiitin Tipe. [ erified

Dieep fryer and fry grill, cash register. Prepare enough fries sothe
customer does not have to wwait for them. Help co-warkers prepare food

Reason For Leaving: | " Werified Termination

Job Beeking Skils

Do you have A resume?i Mo b ]

| <

Wiich methods warked best for yau? |

Jab Kesping Skills

Afvere vou able to get to work on titne? JYes VW\

Dk yrou otk most scheduled work hours?| ves =
Describe your wvorking relationship with your co-workersfsupervlsqr

Wizt type of jobs have you liked inthe pact and what are you interested in?

Desoribe what you liked mozt about your last job

Diescrie ywhat you liked lesst about your (st job /

LM vs: Potential Earmings:

,_
=

A"

Legal
Dezcribe your typical intervigw | Otfender Status: ]z
D you need hel preparing for irtetviews? i Sl R Apprdpri'ate?i:’
oOF—» 'Saye. | 3 Cancel ‘

Figure 17: Assessment
Employment Tab Screen

Job Keeping Skills Section

The “Job Keeping Skillssection of the screen identifies skills that thiespeker has for maintaining their
employment. This section also includes an “LNdutton ( “A”, above). The LMI button can be used t
access State Labor Market Information.

Step-by-Step:

8) In the “Job Keeping Skills” section of this screanswer the following questions by entering the
information in the text boxes. The questions t@bswered are: “Were you able to get to work on
time?”, “Did you work most scheduled work hours®/hat type of jobs have you liked in the
past and what are you interested in?”, “Describatwbu like most about your last job?”,
“Describe what you like least about your last jg'2MI vs. Potential Earnings”, “Offender
Status” and “Bonding Appropriate?”. Answer thosestrelevant to each individual youth.

9) Click on“Save” button.




The Assessment Educatiors used to enter information about the job seelextiscational background.

Information entered on this screen will help theffsinderstand the job seeker’s educational sthengmd

weaknesses.
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Figure 18: Assessment
Education Tab Screen

Education History Section

The “Education History” section of the screen li$ts job seeker’s education history. This inforigmat
pre-populates from the Seeker screen. New reaamlde added here and will display on the Seeker
screen.

Step-by-Step:

1)
2)
3)
4)

5)
6)
7
8)

9)

Select the “Highest grade completed” from the doama box.

Select “Yes” or “No” if “Currently in School”.

Select “Yes” or “No” for “Would you like to obtaigour high school diploma or GED?”

Select “Yes” or “No” for “Do you have a learningsdbility”. If the participant has a learning
disability, double click on the text box to deseriihe participant’s disability.

In the text box, describe what the participant #dkabout school”.

In the text box, describe what the participant tiRexd about school”.

Select “Yes” or “No” if the participant did not cqiete.

In the text boxes, list the “Training Program” thdigd not complete, the “Reasons for Leaving”,
and the “Exit Date”.

Select “Yes” or “No” if the participant is “Intereed in more training or skill enhancement”. In
the next text box, describe what type of trainingytare interested in.
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10)Additional education information may be added;dd,aclick on “Add” button. Enter “School”
name in the new text box. Enter the “City”, “Statend “Major”. Select the type of “Degree”
from the dropdown box. Enter the “Completion Date”

11)Double click in the “Employment Skills” text box teceive the List of Values to select the
participant’s employment skills.

12)Double click in the “Aptitude/Ability Tests” textdx to receive the List of Values to select the
“Test Type” to enter the type of test the particip@ok.

13)Enter the “Test Date” in the text box.

14)Enter the participant’s scores in the “Results’t texx.

15)If additional tests need to be entered, click an“#hdd” button.
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Assessment-Education Tab Screen
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Figure 19: Assessment
Education Tab Screen

Education Issues Section
The “Education Issues” section of the screen allthesstaff to enter possible education issuesahe |

seeker may have. The Financial Aid button provalgsess to the Free Application for Federal Student
Aid (FAFSA) web site.

Step-by-Step:

16)If the participant has a limited English proficignandicate the primary language by double
clicking in the “LEP/ESL” text box to receive thésLof Values. Describe in the text box, any

barriers the participant has because of their LER/E
17)Select the participant’s “Pell grant status” frame dropdown box. Enter the “Year” and

“Amount” in the text boxes.
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Figure 20: Assessment
Education Tab Screen

Licenses and Certificates Section

The “Licenses and Certificates” section of the earksts “Certificates of Training and
Licenses/Certificatésthe job seeker may have. New records can be duetedand will display on the
Seeker screen. THédditional’ button is a pop-up that displays Additional Edigratecords for
education not related to a specific degree.

Step-by-Step:

18)To add additional “Training Completion Certificatesnter the description of the Training
Certificate” in the text box.

19)To enter additional “Licenses and Certificateslesethe type of License and/or certificate from
the dropdown box. Enter the description of theehge and/or Certificate in the text box. Enter
the completion “Date” in the next text box. Doublik in the “State” text box to receive the List
of Values to enter the State abbreviation wherd.tbense and/or Certificate were received.

20)Click on“Save” button.
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The Assessment Support System tab screenused to enter information about the job seskiamily.
Information entered on this screen will help theffstnderstand the job seeker’s family situation
including potential for support and any dangers thay be family related.
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Figure 21: Assessment
Support System Tab Screen

Step-by-Step:

1) TheChild Care andAdditional Support section of the screen can be used to assess dagach
or other needs the job seeker has. Complete Hosving fields:
» Seeker Pregnant
* Due Date
* Household include children
* Need child care supportive services to participate
» Describe need
* Applied for Childcare?
» Childcare Provider
* What is your backup plan if provider is not avaliéib
* Any additional supports you need to be successfamployment/participation?
2) TheHousing section of the screen provides current and pasiihg information. Complete the
following fields:
 Homeless in the last year? Describe situation
» Current situation
* Expect any changes in 90 days, describe.
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3)

4)
5)
6)
7
8)

9)

TheTransportation section of the screen allows the staff to entardportation problems and
solutions. Complete the following questions.

* What is your transportation?

* What is your backup plan if primary transportatismnavailable?
Enter the “State” the participant was issued a &s\License.
Select the “Class” of Driver License from the dropah box.
Enter any “Endorsements” that the participant hadduble clicking on the text box to get a List
of Values to choose from.
In the “Status” text box, describe the currentugatf the participant’s driver’s license and vedicl
insurance.
The Support Contactssection of the screen can be used to identifyiddals that may be able
to help support the family.
TheHousehold Memberssection of the screen can be used to enter intowmabout the family
members living in the household.

10)Click the“Save” button.
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The Assessment Financial Needs tab screenused to determine the job seeker’s income apdreses.
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Figure 22: Assessment
Financial Needs Tab Screen

Step-by-Step:

1)
2)
3)

4)

5)

The Assessment Month & Yearsection of the screen can be used to enter thgebndonth and
year. Click on the text box to enter the MM/YYYY.

Comments on the participant’s financial situatiam be added in the “Comment” text box.
The Copy button allows the staff to copy another month’sdmtdnformation into the current
month. After the information is copied it can bedified before it is saved. Thedd and Delete
buttons allow the staff to add new budget monthdedete.

TheMonthly Household Resourcesection of the screen is used to enter the ressuhe
household has for a given month.

* ldentify the financial “Resource type” by doublécking on the text box to receive the

List of Values.

» Describe the resource type of earned income amaltiee money in the “Description”

text box.

* Inthe “Amount” text box, enter the anticipated rttdy amount of the resource.
TheMonthly Household Expenditure section of the screen is used to enter the expehee
household has for a given month.

* ldentify the “Expenditure type” by double clickirmg the text box to receive the List of

Values.
» Describe the type of expenditures in the “Desariptitext box.
* Inthe "Amount” text box, enter the monthly amowhthe expense.
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6) In the “Assessment Month Net Difference” text bthe gross resource dollar amount minus
expenditures will appear after the resources apeérmditures are added.

7) Click on the"Save” button
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TheAssessment Screening tab screémnused to determine if the job seeker has probleatated to
Substance Abuse or Domestic Violence. Unlike #s of the Assessment screens, ask these questions
exactly as they are written.
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Figure 23: Assessment
Screening Tab Screen

Ask guestion a5 written, indicate "Yes" or"MNo" (LOW)

Step-by-Step:

1) TheSubstance Abusesection of the screen is used to ask the job segiestion about substance
abuse. Complete the following fields:
* Inthe past year have you felt you should cut dowmlrinking or drug use?
* Inthe past year have people annoyed you by aimigiyour drinking or drug use?
* Inthe past year have you felt bad or guilty abeur drinking or drug use?
* Inthe past year have you had a drink or drugsthisag in the morning (eye opener) to
steady nerves, rid a hangover, or get the dayesiart
2) TheDomestic Violencesection of the screen is used to ask the job seglastion about domestic
violence. Complete the following fields:
* Inthe past year have you felt Threatened or afshalpartner in any way?
* Inthe past year have you been annoyed by frienémly for criticizing about how
your partner treated you?
* Inthe past year have you lost a friend or stogs=bciating with someone because of
your partner?
* Inthe past year have you been physically or ematip injured by a partner?
3) Select where the referral was made from the dropdaoox. Enter today’s date in tDate-
Referred box and use thReferral Form button to create a referral and give to the jadkee
4) Click on the“Save” button
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The Assessment Health/Treatment tab screeis used to enter information about the job seekezalth.
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Figure 24: Assessment
Health/Treatment Tab Screen

Step-by-Step:

1) TheHealth section of the screen can be used to enter Heatftberns about the job seeker.
Complete the following fields:
* Are you the primary caregiver for a disabled fanmigmber?
* How does it affect your ability to gain or maint@mployment?
* Explain why your health conditions keep you frontiggoating/working.
» Have you applied for social security disabilitynkeéts? Date applied.
* What is the status of your application?
» Are you working with an advocate and/or lawyer?méa Contact Number.
* What work activities are appropriate based on yieumstances?
* What type of work environment is best suited toryailities?

2) Thelnsurance section of the screen is used to enter job sdakarance information. Choose
“Yes” or “N0” to indicate status of the participantinsurance”. From the dropdown box, select
the “Insurance type” the participant has.

3) Use theTreatments section of the screen to enter any informatioruaboeatments the job
seeker may be receiving. Complete the followieddt:

* Double click or F2 in the “Type” field to selectpy of treatment the job seeker is
receiving. Use the “Add” button if you need to@minultiple treatment records.

» Medical Verification, Date, End Date, and Follow up

» Start date, end date, Information release, andr&tpn date.
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Describe the treatment activity that is recommenuethe physician in the “Treatment
description”.

Treatment facility

Physician name, Phone, Ext. and Fax

Therapists name, Phone, Ext. and Fax.

4) Click on the*Save” button
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The Basic Skills Tests tab screegives detailed information about Math, Reading ®hiting tests
taken / entered into the Toolbox 2 system.
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Figure 25: Assessment
Basic Skills Tests Tab Screen

Step-by-Step:

1) Youth Scores allow the staff to see how the Yoathgeeker is progressing in thilath,
Reading and Writing/Languageproficiency. Complete the following fields in thest (Math,
Reading, and/or LEP) you have given:

« Type

e Test Date

e Test Name

» Case Manager

e Location
e Level
e Score

* Grade Equivalent
2) Tests can be entered on this screen or oiYthieh Scorestab in the Testing section of the
system. Test scores can be entered on this screemtbeBasic Skills Testgab in the ICON
(A+Check) Sed-igure 16
3) If Basic Skills Deficient is chosen as a barrigen the Basic Tests and Assessment will have to
be completed. Do not confuse “Basic Skills Defitidrarrier with “Do you lack occupational
goals and skills”.

4) Click on the*Save” button
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Basic Skills Tests

E® Toolbox 2 (Training} - Testing
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Figure 26: Basic Skills Testing
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Eligibility
Click on Eligibility Icon $ from the Seeker Info page

The Eligibility Application tab screen is used to enter general information about a ge#ker that is

being considered for training services. Most @ thformation could be populated if the job seeker
completed the application on-line.

- o]

B 1nombox 2 [Tlajmnl} Eligitility
5 = i afions . Utiline WO Litili

ce your s Disiester Sibrker 7] Lﬁf;erﬁma@muve;ﬂ | Layotr ote| ‘
Emalei-f&r Fompany name? | |

560 A B s | SHe G BB ol Foow Saniie? -

P Iy resaling F ictan: ' - =

Wigs 1F1e=

self-sutticlancy after FaceIng cors services? | -1

PRt e okt | E
Wbt is e emalogmet o rsig reed? | 3 E

Erter family size, Prass F1 for detziled instrudions.

Record 1

Figure 27: Eligibility
Application Screen
Step-by-Step:
1) Complete the text boxes that have not been prelatgal

2) Anything entered on this screen does not chandeessereen.
3) Click on the"Save” button
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Figure 28: Eligibility
Application Screen
Step-by-Step:
1) NGJT Youth (14-24)
2) The Youth Application Pop-up will appear. Segure 19
3) Youth button will not acknowledge youth aged 22-Bdrriers for this age group are chosen from
the list on the eligibility tab (page 38).

34



The Youth questions help staff determine probleeasithat the job seeker may have. The answers to
these questions will populate on the EligibilityrBars pop-up and determine if the job seekerigldé

for youth services. This list will appear when flwith button is clicked and only applies to youh21l
years of age.
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i Are you basic skils dEf'C'EF't?I:J educational program ot to get and keep & job?
i Are you currently & foster child? hd Arethey one or mare grade levels below e
Reg Are you & migrant youth?l:J that appropriste for their age?
Doy Did you age out of foster care ot age 18 or receive 1year I:I
Are of TAL(Tranztional to Aclutt Living) services after age 147 b , e e
: 0 you have chronic heatth problems
I ane ar both of your parents |ncarcerated?I:] ! e dipsabil:rties?‘ l:l
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Figure 29: Eligibility
Youth Application Screen

Step-by-Step:
1) On the Youth Application pop-up screen completeftiewing fields before entering the
application completion date.

* Are you pregnant or parenting?

* Are you a High School Graduate or Do you

have a GED?
» Are you a High School Dropout?
* Are you a runaway?
» Are you an offender?
» Are you basic skills deficient?
* Are you currently a foster child?
* Are you a migrant youth?

Did you age out of foster care at age 18 or
receive 1 year of TAL services after age 147
Is one or both of your parents incarcerated?
Are you limited English proficient?

Do you lack occupational goals/skills?

Do you need assistance to complete an
educational program, or to get a job?

Are they one or more grade levels below that
appropriate for their age?

Do you have chronic health problems
including disabilities?

2) Enter the “Completion Date”. This will freeze thgpéication so no changes can be made.
3) Select the “Print” button to print a report of tgplication information.
4) The job seeker must sign the printed application.

5) Click on the*Save” button.
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The Eligibility Tab Screenis used by the staff to determine if a job seekeetsmthe eligibility
requirements for training programs. Some of thermftion on this screen is pre-populated from the
seeker screens and eligibility application and dusshave to be entered.
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Homeless: \ Check Yerification

App Completed Date: [y3/1 3/0a | ity Verit Date: Record | 1ot (1 4 B spoasd | (s | Xcancsl |

Figure 30: Eligibility
Eligibility Screen

Step-by-Step:

1) As information is entered into the specific secsidime box next to the Program will become
highlighted in green. When the program box becomgislighted the eligibility rules for this
program have been met.

2) The program is not considered as eligible untilghegram box is highlighted in green and has a
check in it. The “checkis populated when the case manager clicks @teeck Verificatiofi
button and checks off all the items that they haudfied.
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Income Eligibility Determination

1) If youth is income eligible, the following chartust be completed with the amount per month of the
income.

2) Family size is extremely important to completeew determining income eligibility for low income.

3) When income is entered click “Save”.

P Toolbox 2 (1 raining) - EHgibility

Figure 31: Eligibility
WIA Family ncome Worksheet Screen
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Youth Barriers
If youth is 22-24, this section listing barriensist be completed for eligibility.

B2 Toolbiox 2 (Training} - Eligibility

Eile Edit Navigation Options Utility MO Utility Window Help

BOLEOM VAR HEE BECKSD o |

: _ e

Neads Addfional Assistance | vas ol |
 MigrantYouh [nn « Catagary:
Foster Chidtio  ~|  Aged oul of Foster Care at 18 Layot Date
[m or recaied 1 year TAL aftert4: EE‘P—L . =y
o : Incarcersted parent: [No =) HE“ ' :
Dropout:| ves = NEG L |
p— Behavior problems &t Schoot Mo~ Emoloyer:| !
i = Family ferscy problems: (g = Crark Kb 1 |
Offendsr;| ves - o . —

: o Domestic violences (bl =) . /
o TEEER S leend S
m:g:;'mﬁm@ Liméed Englich proficiert: [ves = - B -

Lacks cccupationsi gosisisiis: (Mo =) WA Youh Recovery
Disabled: v =
“Youth WIR Defined| Inchuding Dissbilles: e = / CVB
(save | f) owse | v“-‘:‘- AP
App Completed Date:|04/1 3,09 | ERgianty Verit Date: Record | 3of 3 4 B e Add {3 save X Cancel

Retord: 373

Figure 32: Eligibility
Youth Barriers Pop-up Screen

Step-by-Step:

1) Select the “Barriers” button on the “Eligibility'tseen.

Barriers are important because they are part ofeeirement to determine the youth
eligibility. Be careful to mark all appropriate bi@rs and calculate the income correctly to
get the correct determination for eligibility. lbhcalculated correctly and barriers marked,
the 5% eligibility window may be triggered.

2) The “Youth Barriers” pop-up screen opens. Thisecmaust be completed before the job
seeker is eligible for Youth program services. sTiop-up will not be available if the job
seeker is not a Youth.(Youths 22-24 will completeaarier list on the eligibility screen)
The answers on this pop-up are pre-populated flenYbuth Application. If changes to
the barriers need to be made the staff can makehineges on this screen.

3) The left column shows “Youth Barriers” while thghi column has the “Youth at Risk”
guestions. Youth Barriers” while the right colummas the “Youth at Risk” questions. The
“Youth at Risk” questions are indicators the yoh#s additional issues that need to be
addressed.

4) Local Workforce Investment Boards are encouragedview their locally-definedNeeds
Additional Assistance/Faces Serious Barriers to Empyment) Youth barrier
definition to ensure it is flexible enough to all@ppropriate youth applicants to be
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screened in as opposed to being screened outloG&ledefinition could be as simple as
“Lacks sufficient experience, education or skill toobtain employment in their chosen

occupation.”

Entering Youth Using WIR Locally Defined Barrier in to Toolbox2.0

If a region is using the WIR defined (Needs AdditibAssistance based on tH2 6

eligibility defined barrier as the barrier for abdity then check the Youth WIR Defined

box as indicated in the screen shot.

1. Check the Youth WIR Defined box (circled below)“‘@arriers” popup

2. Complete the matching “Verification” checkbox/statnt on the “Check
ATAA

_ Verlflcatlon” popup.

= Youlh Barmriers

Pregrant or Pumlhg,[—
Foster cmrf“_ ~]
Homeless Mo

Eropoiit | Mo |
Rl.ruww[ ol

OffenderiNe =

Basic Skil Deficient:| Mo

Cwe o mare grade levels mﬂ
bedowy sppropriste for age:

i |
-

sl |

Wiouth WIR Dawm

Meeds Mﬂmr
mmvmi - |
Aged ot of Foster Care at 18
urmﬂvud1yw‘l‘ﬁl.aﬂm4[ =1

ncarcerated parent: | Mo ~]
Behavior problems ot Schoot (o~
Fmvlmyprmlmn |
Domestic viclence: Mo -]
mmim |
unluE:wrpmﬁnhﬂ:!No -
Lacks occupational goals/sidls: [No =
Disablect Mo =

Chroric Health Condition
m-:i-.gnmmin:: (o =]

Lyswe | ) ichas

Figure 33: Eligibility
Youth Barriers Pop-up Screen

5) Youth aged 22-24 will use this list to show basigy employment.

6) Click on the"Save” button

Grant b

VWA Yo

o Che
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General Verification and Youth Verification Informa tion

g&l Ch cation
General l “outh

Neg——— | 2 )
Idertity Dizplaced Homemaker
(- ie. Drivers License, 55 Card W2 form) Mlincarme
[ Citizenship § Employment Status [ hests &Il Three Defintions
(- ie. Birth Cert. Work Auth, Alien #) - Homemaker for S+ years
v Agg - - Lacks marketable job skils
& el 3 - Mo longer has the income of family member for seli-

= tih Cerificate

"1, Medical Records,
[~ eteran Status

(- ie. DD214, et Admin (300)827-1000 )

|T0 be completed

WA A Adultrouth
v Family Size
[ Last & Marths Income

[ Selective Service 4
[ Gategaticaly Eligile

sufficiency or no lonoer elicible for public assistance

iM1A Dislocated Worker NEG
[~ Disloeated Wiarker Status (See Eligibility Guicelines) 5

[ Layatt Date /

@ Save = | 3 Cancel | 8 Close |

Figure 34: Eligibility
General Check Verification Pop-up Screen

Step-by-Step:

1) The “Check Verification General” pop-up screen agpetnen the case manager selects the
“Check Verification” button on the Eligibility scem Figure 19, CVB). This screen must
be completed before the job seeker is eligiblgofogram services.

2) “Check” the boxes for the documents received froerjdb seeker that is required to verify
information such as “Identity”, “Citizenship”, arad/*Age”.

3) If a box is grayed out the case manager cannokdhedox since there is not a need to
verify that information.

4) If boxes are checked, the free flow comments textrust be completed.

5) Click on the"Save” button.
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Youth Check Verification Tab

N

Gererdl  ‘Youth | < 1

[~ Bregnant or Parerting ‘r’puth &t Risk
::E Physician's Nete, Birth Certficate, School Records) || Movant Youth

(-ie. Statement from Agency, applicantiarent statement)

v Falster Child [ Faster Care
/l . Wyritten Statement, Court documentation) (-ie. Wtten statement Statedocal agency)

[ Homeless
[~ Incarcerated Parent
(-ie. Written statement from shefter or Indivicual) e e
1‘ [N [ opaut : .
’ [ Behoo Befiayior Problems
(-ie. Attenciance Record, Statement from schoal) Ty o —
[~ Runayvay :

I-ie. Written Statement, Court documentation L Fanily WEsrzisy prohleins
[ Offénder ' 2 (-ie. Applicant Statement/Parental Statement)
-ig. Court documments, L  Prokation Officer) I Domestic Yidlence
m (-ie. Statemert from school, mental health or medical provider or parertal statement)

[~ Butistance Ahuse

(-ie. Statement from substance abusze trestment, medical or mertal heatth provider)
[ Brie or mare arade levels below appropriate for sge [ Limited English Profiient

(-ie. Generally Accepted Standardized Test School Records) {-ie. School assessment)

(-ie. Generally Accepted Standardized Test School Recaords)

[~ Lack Cecupational goalsizkills
/ 3\ (-ie. School recordsiassessmert, Applicant statement)
Sesking help V [ Ehroniz Heatth-Disahifies
(-ie. Statement from mecical, mental health, provider, school special education dept
4

@ Save | 3 Cancel | ‘B Close |

Record: 11

Figure 35: Eligibility
Youth Check Verification Pop-up Screen

Step-by-Step:

1. The “Youth Check Verificatioh pop-up opens when the staff selects the “You. This screen
must be completed before the job seeker is eligdyl& outh program services. This tab will not
be available if the job seeker is not a Youth.

1) “Check” the boxes for the documents received froerjdb seeker that is required to verify
information such as “ldentity”, “Citizenship”, arai/“Age”.

2) If a box is grayed out the case manager cannokdhedbox since there is not a need to
verify that information.

3) After each section there is a free format text that the case manager must complete if
boxes in that section were checked.

4) Click on the*Save” button

2. When the desired programs are highlighted in geaehthe box(s) are checked the case manage
enters “today’s date” in theEligibility Verification Dat€' text box. This freezebe record. The
eligible programs populate on the “Enrollmestreen in the Eligible Enroliments section.

3. Double Check the following:

a. Are there green highlights and check marks in thelieside the appropriate
programs? If not, be sure to complete and “Savé#i b@eneral” and “Youth”
tabs of the “Check Verification” button. If thergmot a green highlight, an
appropriate barrier may not yet have been seldotetie job seeker.

b. If the job seeker is to be “Income Eligible,” i®tfiow Income” box checked?

4. Click on the"Save” button. This freezes the record. The eligible progpopulate on the
“Enrollment” screen in the Eligible Enrollments sen.

41



The Eligibility Enrollment Tab_screen is used to enroll job seekers in programlicch they are
eligible and qualify for. This screen shot sholsNGJT (both the 15% and 85% eligibilities) and
WIA choices.

Toolbox # [Training} - Eligihility
Eilz in ol 3 |1|1r|||t|||tn '|n||r|rjnm. Help

FHILLIF
Enrcnllmerrhl

|‘ Eligibls Erraiimerts

EhAiE Elliity | Referral System Programs FetDl | DCh D f‘!’e@d"l':wwl._____
e vouth [ (= g Seanch s
i T = | [ e :
[ [T 03 et = | | e = N
:r MizJT 15% | | | | [T T = [ Show Closed:
i = Cither Potential LT Programs [ + Add |
"‘eﬂ'erlfg-' Diate: U@{Ul.lUEJ = : :

f|= —

& Enral |

~ Actusl Enrcliments
| Program: StartDt | End Ot | Teen Two | Outcome
| .|

b

f
g
B

[ Exterral Counselor

Fecord: 11

Figure 36: Eligibility
Enrollment Screen
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Enrollment Screen

B Toolhox 2 (Training) - Eligibility

Eila: Ecit M an T

ErE A S|

Enraliment |

- Eligible Enrolmerts 2 _ —
oD Eigoityl_ L | Heterrsl System Programs Ret ot D 0 [Teen(Twa
[ A Achul N\ [&L T o seannma
[ nGar 152% N[ S i
I . Ji= S
= | = \ [T =1 show Closed
- - 2 | Ctner Fetents) AT Programs q e
perify Date: 06010 | r—— o & S
T = Delee

[~ Stow cuset

I~ Extarnal Counsalor 6 —> mawe | M concel |

Feacard: 11

Figure 37: Eligibility
Enrollment Screen

Step-by-Step:

1) “DWD Eligibility” section lists programs that the job seekers hassqal the eligibility
requirements. Determine which NGJT program is mpgtropriate for the job seeker to
participate. NGJT Programs show in this sectioeradtigibility has been determined in
Toolbox 2 Check the box next to the program and click @t &nroll’ button to enroll.

2) “Referral System Prografsection displays referrals from other system iaae
determined eligibility for programs. Check the bwext to the program and click on the
“Enroll” button to enroll job seekers in this pragn.

3) “Other Potential Programs” lists programs that dioreguire use of the Eligibility screen
or a partner system to determine eligibility. Gh#dwe box next to the program and click
on the “Enrolt button to enroll.

4) The “Actual Enroliments” section shows the prograhtlie job seeker is actually enrolled
in.

5) The“Oopd” button can be used to un-enroll an actual enraitmdaen an enroliment has
been enrolled in errofThe “Oops” button only works the day the enrollmentis made.

6) Click on the"Save” button
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Employment Plan Tab Screen

1) Listed below are thallowable Objectives and Service$or theNGJT Youth.

2) Make sure to use the youth services with the (fRRdesignatesit is a service only for the NGJT
recovery act programs) after the service number. If services are not ehagith the number plus the R,
performance will be counted in common measuBesvery attentive to what services are being used
because there will be no change requests to correstaff error. This is especially important to note if
youth is dually enrolled in a year round WIA YowhWIA Adult program.

3) If enrolling INNGJT Youth Recovery Act program that goes beyond September 30, 2009, the
services must be kept current to keep them actideasoid the gap in service soft exit.

4) Notes are required along with the entry intovses.

5) Objectives: Youth Services

Services: 503R Summer Youth Employment Opportustitie
507R Youth Supportive Services
511R Youth Assessment
512R Youth ISS/Employment Plan

6) Youth Follow Up requires another enrolimentREgions choose to do follow up:
a) Choose Other Potential DWD Program, double dhidkox and choose WIA Recovery Act Follow
Up, then click on Enroll button.
b) Go to the Employment Plan Tab Objective and skd&/IA Youth Follow Up. The 509R Youth
Follow up Services is the choice for ARRA summeuntiioprogram.

*503R is the Work Readiness Indicator for NGJT swenprogram. Outcome choices for this will be:
a. Achieved Work Readiness,
b. Did not Achieve Work Readiness,
c. Service in Error.
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B Toolbox 2 {Training} - Employment Plan

Eila Edit Mavigation Oplons Utilily MO Uil Window Help

BECKOS Oom

I o Clisad Sary I™ Shaw Clossd Tasks  EO Notice: pian 1 |of [ i
1] imswm Closed Tasks { {1 Jot[4 | 1} i Eeroeh
#5tort Dt |1 0min7 Cloged:| i -- L 510 compretensive Guidance and Count
2 H > tetfoooooeo | Defaut Cnet !
L e ——— &
“— 4 s
R —— ) 5
mi] 5| =
[ otectivefvounservces | StartDatefon7as) i) D
Comg: = Add Task |
6 Ak 1: Tl Triining Weeks
/ o = il 9 - L =oatesk | cenansonta® | Remomt] |
= ANEPIOWEP & Coomatont] |
8 wmﬂé aﬁn}‘ — Comm, Serv. Wae|_| —
= == et Seivke Fed Pacicpation M| | e ol
Otgective:| | Start Dkelna2ams | o -
—Sarvies | L Hewel I = Non-Cores| |
EED schesuie | (. PivtFisn | ofs NewPisn — DelPian {:pm | 3¢ cancet | $ Poyment | @oEsE |

Add & Task tothe Plan

Record: 11 ) <08

Figure 38: Employment Plan Screen

Step-by-Step:

1. Enter a “Start Date

2. Enter arf O*NET” code by double clicking on the text box. The O*Né&odides chosen in the
registration under the “Desired Job Titles” willpggar. If new O*NET codes are needed, click
the cancel button and there will be a prompt toosledrom all O*NET codes. (Next
Generation Jobs Team may not know the job placeatdithe of Enroliment. Use an O*NET
code that is closest to their interest of fieldstfdy. When the job placement has been made,
re-enter the O*NET code to coincide with the plaeatr)

3. When the summer employment is assigned to the ydwth the service 503R Summer Youth
Employment Opportunity is entered, the employemNFRUmber, the hours box (weekly
number to be worked) and the start date are costplet
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Enrolliment Appropristeness . Employment Plan l Progress Closures

[ Show Closed Services | Showe Closed Tasks  ED Motice: Plan:| 1 of | 1 4

#* Start Date: (0441009 Closed: | |
® OPlet:|35-2015.00 [Cooks, Short Order

* Coal | achieve self sufficiency as & cook oF chef.

1

* JLstification: | This iz an occupstion with some chance for advancement.
Lkl

Allr

Objective: [vouth Services Start Date: (0451 009
Service: [S03R Summer You tilp Howrs:

O + Add Task

= [l Tazk

= [l Service

Enter ar Employment Godlin the text box.

Enter a “Justificatioh to explain the employment plan gaalthe text box.

DO NOT enroll youth in services until the individud is ready to begin the services. This

is especially true for those who will be in Work Radiness only beginning May 1, 2009

and ending September 30, 2009.

7. Enter an Objective$ and a* Services by double clicking in the text box for a list ofluas.
Use “Objectives” and “Services” to build the oudiof the plan. Objectives/Services can be
closed when the job seeker has completed all #ks t&lated to the objective/service. Click
the “Add Service” or “Del Service” buttons to adddezlete objectives/servicd3o not type
services directly into the employment plan. Enterliem only by double clicking in the
“Objective” box and selecting activities from the esulting popup.

8. OnceObjectives and Services are selected; a “Task’dextwill appeafinset above with
circle). “Tasks$ allow more specific detail about how the job seeldl meet each
Objective/Service. Tasks are used to detail hanyadh seeker will achieve each section of
their employment plan. Tasks can be set as coet(at) or not completed (N). Click the
“Add Task” or “Del Task” buttons to add or delesssks.

9. Enter “End Daté(enter the actual date of closure and not beforeand “Outcome” to close.

10.Click on the“"Save” button

S o
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TheEmployment Plan-Closures Tab Screemprovides Staff the ability to close Services, Hnments

and the Employment Plan from one screen.

I Toolbox 2 fl'mn'ing} Erqphymlmt Plan HEE

Wi [Hility Whindawe Halp

I Show Closad Sarvicas

| Zervice. | start | Eng | lteomme: Closure Comments

~ Emplo fLFlan |
2l L 2 -
Dale Diate EEE0r) Flan Close Comments
{ | | I
Enroliments
T [ Show Closed Enraliments
Prodrarm | start | End | utenrme Comiments [Tegnj Wil
3 MG.IT 553 0501 mal =
A ‘H'Duth DB.I'D'1 .I'CI'Q |—
] |— ]
Fila Location Archive Camtmeants -
| | 6> cosme | xcome |
Dafe semice completed (abdcdy™0
Record: 141 =05C=

Figure 39: Employment Plan
Closures Screen

Step-by-Step: Closure Tab

=

The “Service’ section displays all of the open services for tingent employment plan.
The “Employment Plan” section only displays the é&agment plan start date. To close
the plan, enter the End Date the date service amdisot before) and Reason for closure.
The Plan Closure Comments field is optional andsBeas selected from a list (LOV).
Employment plans cannot be closethiére are open services and other program
enrollments.

The “Enrollments” section displays all of the opgmoliments. To see closed enroliments
click the “Show Closed Services” box. To closeo#imrent enter an End Date and
Outcome. The Comments field is optional and OuEeare selected from a list of values.
Summer Work Experience should ¢clesed no later than September 30, 20G8 count as
the Summer Youth work experience program.

If an NGJT participant age 18-24 is enrolled in wok experience only, a 6 month
extension is allowed. The end date for the extend&iork Readiness Measurement is
March 31, 2010.

Click on the“Save” button
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Seeker History Screen

Seeker Services Tab
B Toolbox 2 (Training} - Seeker Histories |Z|[E|E!

File Edit WNavigation Oplions Utility MO Lfility Window  Help

toumasoRIyaRs  SHMa BECkoD L m

[Self Job Search ) |
| |
| | |
{ | {
i | |
| |
{ |
| |
| 1 | |
| | | | -

Record: 1/4 . Q80

Figure 39: Seeker Histories
Seeker Services Screen

Step by Step Seeker Services

1. Seeker Services shows enrollment into the prograhad services NGJT youth was entered and
the dates of those entries.

2. [Each time a youth visits the career center anyic®pr task must be recorded in the chart to keep
the individual an active participant

3. The Results column shows the status of an enrotlian@or a service.
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Exit Snapshot Tab

Tonlbox 2 (Training} - Secker Histories IZ|[E”3_|
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A — — By [ L1
Disiocated Date | Emp Addx | WagesiHr 15t 2nd 3d 4th
'School Status |In Schooitigh Sc... 2] || SR Hrsiesk | TranReiEmp |~/
| EmpStats Emp Zip| Extl Onet | . -
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i mw[ Onet Code |
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mmuma[_ Youth Specific
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Record: 11 =050>
Figure 40: Seeker Histories
Exit Snapshot Screen

Step by Step Exit Snapshot

1. Exit ID
1. If there is more than one exit listed, click in tioev of the exit you want to work with. That wilhange to

other data on the screen to show those data elsrasswciated with the selected exit.

2. Intake Information
None of the fields in the Intake Informatiarea are editable.

3. Pend Exit Date
1. This field displays the date that the soft @it (or did ) occur. It is generally 90 days Iatean the last

countable service, but there are two exceptions.

2. If the WIA participant is also enrolled in CAPBFS, the field will display a date 90 days lakem the current
date. Once the CAP or PFS enrollment is closedjatiewill display a date 90 days later thanTheRCér PFS
program closure date.

3. If the WIA participant is enrolled in one of tlmng-term training or education services thadgka record

from exiting until the service is closed, the figldl display a date 90 days later than the curdate. Once the
long-term service is closed, the field will dispkaylate 90 days later than the service closure date
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4. Exit Date

1.

This is the system-generated, official common messsaxit date that will be reported to USDOL and is
equal to the date of last countable service, CAPKS program closure date, or WIA long-term trajron
educational service closure date.

This date will frequently not match the WIA programrollment closure date, as there are many other
services that can have an effect on the final commeasures exit date.

5. Outcome Information

1.

The Employer, Emp, Addr, Emp City, Emp State, Enpahd Emp Phone fields are for case
management and follow-up purposes only.

The Emp Date, Wages/Hr and Hrs/Week fields are toretthe predictive reporting function in the
MoPerforms tool used by Regional and State-levalagament. These fields are also useful for case
management purposes.

The Exit O*NET and O*NET Code fields are system-geted after staff chooses the employment
O*NET from the O*NET dropdown list.

The O*NET dropdown list displays all O*NET codestained in the system. Staff must choose the
appropriate O*NET of the individual's employmend, this is a Federal reporting requirement.

6.Documented Employment

1.

2.

3.

These are Y/N fields to report documented employrrethe first, second, third and fourth quarteéeaf
exit. These fields are to be used for the reporih§upplemental Data to prove employment for
performance outcome calculation. The fields aréguted so that staff cannot post an outcome irasteu
until the participant has reached that quarter afte.

The Train Rel Emp field is used to post the federpbrting outcome, Training Related Employment.

The Non-Trad Emp field is used to post the fedespbrting outcome, Non- Traditional Employment.

7.Youth Specific

1.

NOTE:

An outcome for the Exit School Status field muspbsted, as this is a Federal reporting requirentient
should be consistent with the outcome posted irythgh Placement 1st Qtr field.

The Certificate/Degree field is used to post outesrior the Attainment of a Degree or Certificate.
Youth Performance Measure Documentation of theadegtiploma or certificate must be obtained before
posting an outcome in this field.

The Date Attained field is used to report the day®uth attained the degree, diploma or certifieae is
used in the calculation of the performance meag\ttainment of a Degree or Certificate. Documeotati
of the date the degree, diploma or certificate attesned must be obtained before posting an outégome
this field.

The Certificate/Degree and Date Attained fields aréhe only fields that are used to calculate the Ydh
performance measure, Attainment of a Degree or Ceiftcate (either during participation in the program or
by the end of the third quarter after exit). Any other fields in Toolbox 2.0 related to degrees, diptoas or
certificates are for case management purposes only.
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8. Enrolled in Education

This field is to be used to indicate if a Youthtmapant becomes enrolled in education after thetifgegistration
was created. This is a federal reporting requiré¢raed will be used, in conjunction with the Curr&adtucation
Status field on the Eligibility screen’s Eligibilitab, to determine who is in the Attainment ofeggte or
Certificate performance measure.

9. Youth Placement 1st Otr

Use this field to report outcomes used to calcutaeYouth performance measure, Placement in Empoy or
Education. DWD will determine Employment outcome®ugh the Wage Match, or the region will need to
provide Supplemental Data to prove employment.
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Addenda



Next-Generation Jobs Team Program Toolbox 2.0 Enrbhent Process and
Performance Reporting Clarification

Additional Services have been added in Toolbox 2r@lative to Youth participants. Please reference
the following guidelines for utilization.

If the Youth is to be enrolled in the Summer Progran only, staff must:
» complete the Eligibility and create the NGJT 85%1.6% Actual Enrollment; and

* post the appropriate New Generation Jobs Team@=r{¢b03R, 507R, etc).

This Youth will only be measured by the Work Readmindicator (as long as the work experience
ends by March 31, 2010). ITSD will be able to itifgrthese individuals by both the NGJT Actual
Enrollment and the “R” service.
If the Youth already has a WIA Youth Actual Enrollment, and are to participate in the 15%
ARRA-funded Summer Employment Program, staff need t

* complete a new Eligibility;
» create a 15% NGJT Actual Enrollment; and
e post the appropriate New Generation Jobs Team &stvi

ITSD can identify these 15% participants for irsttun in the Work Readiness performance report by
the “R” service.
If the Youth already has a WIA Youth Actual Enrollment, and are to participate in the 85%
ARRA-funded Summer Employment Prograstaff do not need to create a NGJT Actual Enrollment.
The “R” service can simply be posted to the exgstMlA Youth Actual Enroliment.
ITSD can identify these participants for inclusiarthe Work Readiness performance report by the “R”
service.
If the Youth has an Actual CAP, WIA Adult, or other Actual Enroliment in TB2 and are to
participate in either the 15% or 85% Summer EmpleytiProgram, staff must:
« complete a new eligibility and Summer Youth Acti&alrollment.

If the Youth previously had an Actual Youth Enrollment that exitedand are to participate in either
the 15% or 85% Summer Employment Program, staftmus
* complete a new eligibility and Summer Youth Actialrollment.
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Entering Summer Youth Using Locally Defined Barriers
Updated 5/7/09

On May 1%, you were sent an email describing the Toolbox2.0 work-around process to enroll
Youth participants that meet the local WIB-Defined Barrier. The coding of Toolbox2.0
functionality necessary to report this barrier has now been implemented. Therefore, staff may
now indicate the “Youth WIR Defined” barrier by checking the box on the Youth Barriers screen
in Toolbox2.0 (see screen below).

The previous guidance instructed you to choose the “homeless” barrier checkbox in Toolbox2.0.
Doing so allowed you to complete the data entry process necessary for enrollment and service
provision. You were also instructed to make the following notation in the document verification
text field: “Customer is not homeless -- Needs Additional Assistance (WIB Defined) (i.e.
Documentation meeting Local Plan Requirements).” This explanation was needed to account
for the use of the “homeless” barrier instead of a “WIR locally defined barrier” in the system.
You were also instructed to keep a list of the Toolbox2.0 appIDs of youth who are truly
homeless. Now that ITSD has completed the Toolbox2.0 barrier updates, we are asking you to
provide your list of truly homeless participants entered. Please send this list to
dwdsupport@ded.mo.gov. ITSD will then correct the records for “WIR locally defined barrier”
participants entered as homeless, without changing those on your list as “truly homeless”.

Local Workforce Investment Boards are encouraged to review their locally-defined (Needs
Additional Assistance/Faces Serious Barriers to Employment) Youth barrier definition to ensure
it is flexible enough to allow appropriate youth applicants to be screened in as opposed to being
screened out. The local definition could be as simple as “Lacks sufficient experience, education

or skill to obtain employment in their chosen occupation.”
Entering Youth Using WIR Locally Defined Barrier into Toolbox2.0
1. Check the Youth WIR Defined box (circled below) on “Barriers” popup

2. Complete the matching “Verification” checkbox/statement on the “Check Verification” popup.

alication Elicyikaility Waiver ATAR Enrollmert
Youth Barriers

Meeds Additional Assistance [ WA Con

Pregnart or Parerting: Migrart “outh:
Foster Chilc: Aged out of Foster Care at 18 Ls

of received 1 year TAL after14: LMD 22
Homeless: Ma

Incarcerated parent:
Drapcnut: MEG [

Behavior problems st School: E
Runaway (o= o . N
Family ilteracy prokblems: Grant M
Offender:
Domestic violence:
Baszic Skill Deficient: | M
Substance shuze: i
One aor more grade levels ]
il itmi i icient:

helow appropriate for age: Limited Englizh proficient:

Lacks occupational goalsizkills:

Disabled:

Chronic Health Conditions

inciuding Dizablties:

(E? Save | ’B Cloze | v che
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REVISED 250%
Lower Living Standard Income Level (LLSIL)
Maximum Income Level for the Next-Generation Jobs Team
15% Pilot Demonstration Project

Family Size Kansas City St. Louis Area  Remainder of
Area State

1 $29,230 $28,748 $28,658

2 $47,915 $47,095 $46,943

3 $65,790 $64,645 $64,443

4 $81,198 $79,793 $79,543

5 $95,825 $94,168 $93,885

6 $112,068 $110,115 $109,793

The Kansas City area consists of the East Jackson County and Kansas City and Vicinity
Regions.

The ST. Louis area consists of Jefferson/Franklin, St. Charles County, St. Louis City, and
St. Louis County Regions.

For families larger than 4 in Kansas City add $16,243 for each additional member.

For families larger than 4 in St. Louis add $15,947 for each additional member.

For families larger than 4 in the remainder of Missouri add $15,908 for each
additional member.



Work Readiness Certificates

Toolbox 2.0 provides the function of printing a “Work Readiness Certificate” for any customer who receives an
“Attained Work Readiness” outcome when completing the 503R Service.

After the service is ended and the outcome saved, a popup will appear offering the option to print the certificate.
If an affirmative answer is given, a PDF document will open containing the customer’s information to print on the
blank certificate form. This will be your only opportunity to print the certificate.

Blank certificates will be provided to each area as soon as they are printed. Until then, you must save the
certificate information PDF file.

In many cases, it may not be convenient to print the certificate at the same time the service is ended, but it is
important to remember that the system will only allow the PDF document to appear at the time the service is
ended.

To provide more flexibility in printing these documents, it is recommended that the PDF be saved so that the
certificate may be printed at your convenience. This also offers the option of allowing duplicate certificates to be
printed at a later date.

1 Enter the end date e Hourty Vvage: I: .| H&vmh Services- VA Younger vouth Goals H
. . Qutcomes
2. Choose “Achieved Work
Readiness” from the outcome ik . TSI
LOV Objective: vouth Services | Start Datel[os5i9)] A gss
* Service: S03R._ Summer Youth Employment O HuursD Did not Achieve Wark Readiness
FE|N|:] Hourly ¥yage: D Semice in Error
Task 1 E
[
B Schede |3 PrintPlan | b New Plan| | — DelPlan (% Save
3. Click “OK.” | Hourly isge: | G- Youth Servi
4. Click “Save.”

5. Click “OK” to “Closures are
Permanent.”

3 T T
AWEPADWNER &
Comm. Sery. Max:[

o T
E‘ D == Del Task

Fed. Participation Mln:[
#eome:| Achizved Wiork Readiness | core:|

£
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6. Select “Print” to the popup Defaut Onet ]
“Do you wantto print...."

Comm. Sery

Start Date [04/2003

PO T Vv ep e et Hours:

AWEPICWER & o
- M=

Fed. Participation Min:

Maon-

5120008, Yauth Indiv
puth Services- WAL Y
“ounger Y outh Yyio
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Care:

= https:/fdev.loolbox. ded. mo. govireparts/rwserviet fget jobid 220 7server=rep_culpepper_OH_FORMS - Windows Internel Explorer
e

s - 18 ttpsijdey.tocbor, ded o, aviiepoltsirser et getiobkiZ 2T server=rop_cupeppes_OH FOR! ¥ i CattifcateEmar | 41| X
[l Edd GoTo Fgvotes Help - Soaglt E Br ks & Gemini ] MCS SO SUP @ TaTest @ testmos @) TRGMCS: @ TNGTE. B

0
New Tab QT . :
How Window culyy  dedumo.govireportsfrwservistig... -8 - (i Pade v i

Core:'

e o -

Impsoet anf Expent, .,

Work Offiine
Exit

This is to cortify
that on June 24, 2009

William

was awarded this certificate for participating
in the State of Missouri's Next-Generation Jobs Team
Summer Emplaveent Program

i yalian

Tulie Gibren, Diwecior Jewrvminh W, { Juv) Nixem, Garwrnsr
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7. Access the PDF document and click on the “Save As”

sy Leuels *‘T;::b Fair.pdf i

= -E Seekernatify . pdf
g’ {57 Shortcut ko My Documents
- Simpson, pdf

52 Skill Development Center on 'gremlindwdshare’ (5)
< |

>
b Metwork File narne: |Williamiobseeker.pdf ﬂ Save
Places
Save as lupe: |.&dobe FDF Files [*.pdf) j Cancel

My Computer

-

i T P aia

8. Name the document with the Customer’s Name and save to a new folder.
9. The document can now be retrieved and printed at any time.
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